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Werner Rogers 
State Superintendent of Schools 

c _ .  . 

Twin Towers East 
Atlanta, Georgia 30334 

June 24, 1986 
H. F. Johnson, Jr. 

Associate State Superintendent 

M E M O R A N D U M  

TO : A r v i l  Ensley 
f 

Budget and Accounting O f f i c e r  
Board o f  Postsecondary Vocat ional  Education 

Records Management O f f i c e r  
Department o f  Education 

Trans fer  o f  Records Retent ion Schedules f rom the  Department o f  
Education t o  t h e  Board o f  Postsecondary Vocat ional  Education 

FROM: V i c k i e  Oake p. 

SUBJECT: 

E f f e c t i v e  J u l y  1, 1986, Records Retent ion Schedules which have been 
es tab l i shed  f o r  Record Ser ies T i t l e s  r e l a t i n g  t o  Postsecondary Vocat ional  
Education are  being t r a n s f e r r e d  f rom t h e  Department o f  Educat ion t o  t h e  
Board o f  Postsecondary Vocational Education. 
schedules as l i s t e d  below by Schedule Number: 

At tached are  copies o f  t he  

76-191 81-109 81-181 
76-192 , 81-110 81-182 
81-7 81-176 81-183 
83-8 81-177 81-185 

7 1 - 5 f  81-178 81-192 
81-71 81-179A 81-226 
81-108 81-180A 

Amendments w i l l  need t o  be prepared by your  agency t o  change t h e  agency 
name, addresses, c o n t a c t  persons and t o  make any o t h e r  necessary changes. 
These amendments should be sent t o  Mary H a l l ,  Governmental Records Section, 
S ta te  Archives,  f o r  approval. 

A l s o  enclosed are  f i l e  copies o f  Records T ransmi t ta l  Forms and Not ices of 
Records Des t ruc t i on  Forms app l i cab le  t o  Postsecondary Vocat ional  Education 
Records. 
Records Management which w i l l  p rov ide  h e l p f u l  i n f o r m a t i o n  concerning Records 
Management Procedures. 

I am enc los ing  copies o f  severa l  p u b l i c a t i o n s  dea l i ng  w i t h  

1. 76-RM-1 - "Scheduling Procedures" 
2. 82-RM-2 - "Finance and F i s c a l  F i l e s  Supplement" 
3. 82-RM-4 - "Statewide Commons Supplement" 
4. 79-RM-1 - "State Records Services Handbook" 
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A::ention: Schedulinq Secrion. _ _  -. -.------- 
FOR AGENCY cis€ 

0613 Cornpiared 340 State  Off ice  Bldg. 
At lan ta ,  Georgia 30334 

Senior  Sec re t a ry  656-2550 - 
T--&-_hin._lm C'm- - - F 1 7  i-~.?.jc---=L-c L-=.: 

--.---.-------.-.------ ---.--- ".__ --_. 
What i s  the function of the Division and the O f f i e  in which this recorc' series i s  m a x i ?  

The Quick-Star t  u n i t  is ' r e spons ib l e  f o r  providing h s t r u c t o r s ,  equipment, and materials 
. f o r  t r a i n i n g  personnel  i n  new o r  expanding ' indus t r ies  i n  Georgia. Whenta company selects a 

Georgia s i te ,  t h e  ' I n d u s t r i a l  Training Coordinator from. t h e  area voc-tech school 'and t h e  
S ta te  I n d u s t r i a l  Coordinator f o r ,  t h e  Dept. of Education v i s i t  t h e  home p l a n t  and consu l t  
wi th  key company o f f i c i a l s .  
and s ta r t -up  schedule. Once a l l  t h e  t r a i n i n g  f a c t o r s  have been d iscussed  and agreed upan, 
t he  .coordinators  w i l l  design a t r a i n i n g  p lan  and submit i t  t o  the  company f o r  approval,  
The t r a i n i n g  pl .an.(comitment  let ter)  w i l l  c l e a r l y  s p e l l  o u t  a l l  c o s t s  t o  be borne by t h e  
S t a t e  of Georgia, t he  conten ts  and p ro jec t ed  goa ls  f o r  each course,  t h e  course s tar t  e d  
completion d a t e s ,  t h e  , l oca t ion  of t r a i n i n g  and the  methods t o  be used i n  r e c r u i t i n g  and 
s e l e c t i n g  t r a i n e e s .  On an average, Quick:Start p r o j e c t  l as t ' l ess  than two yea r s  and 
occas iona l ly  some last  t h r e e  t o  fou r  years .  Should- some l e g a l  problem o r  d i spu te  arise i t  

Together they determine t h e  company's needs,  j ob  requirements 

--- - -- --.-..- would , . be w e l l  t o  b&_able t o  r e t r i - i ,  these  records  r a t h e r  e a s i 9 .  
7. Record Series Deswiption 

Dccurnentr .. relating to: 

This file ccnrains the following documents findude form numbers and r&es. if any): 
AWch samples of the file. 
co-mitment letters t o  prospec t ive  i n d u s t r i e s ,  and ' re la ted  
correspondence. 

formal' letters of commitnient and r e l a t e d  correspondence. lnduded are: 
- 

I 

9 

chronologica l ly  by f i s c a l  year ,  thereunder a l p h a b e t i t a l l y  by 
name of indus t ry .  

File is arranged: 

-_- -- ----- -.._l--__-- - - ~ - -  I-- 

How oftcn are records reterrzd KO w n c h  ate: 
loo 50 L, Thirteen t o  twcnty4our months old 100 * b e  lo six tronfhs old --__ ' -Seven to twelve months old 

btmtv-fivJ months 3nd older -&.-L - 
----I -- -- - 

of kiamrdi 
Leyl-:ire dra-err -----,:Shelves -;Other lzpxify) ___---- 
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Attach copy or excert of laws or resulations. Explain administrative need. 
, -  

Should'some l e g a l  problem or dispute a r i s e  i t  would b e  w e l l  to  b e  able  t o  re tr i eve  these 
records rather e a s i l y .  

- --_I-_. P --- 
12 Approvtd Gispoiition Insructions This agency recommends thar the f i l e  scries b~e cut off a t  zhe end of ezch: - ' 

, 

0 'Calendar Year: d Fiscal Year; 0' Other __ - .  . ,then, 

. .  honih(s) _-__ 2 year(d: then 
Hold in the currmt files area. , .. 

.-L * Desrrqy. . . .  

Traniter to l c h  hoidiAq area; hold _- - -year(s): then 9 Transfer to Stars Remrds Cmter: h d l L  -8. 

a Transfer to State Archives for permanem retention. 
[B Other (Specifif) transfer f i l es  for a l l  years ending in' '4 - and - 9 t o  the State  Archives for 

permanent retention.  Destroy remainder.' 

,year(sl; then. 

. .  I. - 

nes8 instructions apply to a l l  prior and future accumulations of the series. 


